PART | DEPARTMENT OF PERSONNEL SERVI CES 17.073
STATE OF HAWAI

Cl ass Specifications
for the C ass:

PERSONNEL PROGRAM OFFI CER

Duties Summary:

Wthin a franework of established departnent policy and
under general adm nistrative direction, represents the
jurisdiction or departnent in substantive deliberations on
personnel matters of statew de concern; and perforns other duties
as assi gned.

Di stingui shing Characteristics:

A position in this class, within the central personnel
agency, has a nmajor role in the devel opment and overseei ng proper
adm ni strati on of personnel |aws, rules and regulations,
col | ective bargaining agreenents, executive orders, and ot her
policies and directives, and neets and confers w th enpl oyer
officials, union representatives, or departnental representatives
prior to the effecting of changes in any major policy affecting
enpl oyee relations. The work requires a good wor ki ng know edge
of concepts, nethods, and objectives relevant to nost major
functional personnel nanagenment areas and requires a
consi deration of various alternatives and their respective
consequences.

Wrk is performed under general administrative direction
based upon current objectives. Results are reviewed for
conpliance with objectives, and decisions are not usually
questioned on a technical basis. Decisions, estinmtes and
recommendati ons are often nmade under conditions of urgency and
pressure and conpl eted work and reports are reviewed principally
to evaluate overall results.

Personal contacts are for the purpose of pronoting agency
and jurisdictional objectives through neetings and conferences
with empl oyer officials, union representatives, and departnental
representatives.

Exanpl es of Duti es:

Devel ops work plans and tinetables; directs and conducts
research by devel opi ng background, review ng pertinent sources
and files, and gathering necessary data; anal yzes assi gned
subject matter, develops alternatives, and nakes recommendati ons;
engages in neetings and conferences to present issues,
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di ssem nate information, and discuss feasibility of various
alternatives; assists managenent and participates in determ ning
dat a needs, coordinating work activities, devel opi ng conti ngency
pl ans, and devel opi ng enpl oyer proposal s and positions; responds
to requests for interpretation and provi des advice and assi stance
to departnental representatives on personnel nmatters; conducts

i nformational and other sessions for departnental and ot her
managenent representatives; prepares various reports,
interpretive manual s, correspondence, and other materials.

Know edge and Abilities Required:

Know edge of: The functions and organi zation of State
government ; personnel managenent and/or | abor relations concepts,
nmet hods and procedures, including organizational and functional
relationships within the public sector; pertinent |laws, rules and
regul ations, policies and directives; reference sources; public
and private sector trends and practices in personnel managenent
and | abor relations.

Ability to: Analyze various conplex personnel managenent
and | abor relation issues, problens, and proposals, devel op
alternatives, and nmake sound recommendati ons; deal effectively
wi th union groups, managenent representatives and others; speak
and wite clearly and concisely.

This is an anmendnent to the specification for the class
Per sonnel Managenent Specialist VI approved on January 17, 1973,
due to incorporation of managerial levels in EMCP in accordance
with Act 254, SLH 1980, and a change in title to PERSONNEL
PROGRAM OFFI CER effective October 1, 1982.

DATE APPROVED: 9/ 20/ 82

DONALD BOTELHO
Director of Personnel Services

The code nunber for the class Personnel Managenent
Specialist VI was changed from2.871 to 17.073 and the cl ass was
incorporated in the Excluded Managerial Conpensation Pl an
effective July 1, 1981, in accordance with Act 254, SLH 1980.



